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One challenge with sending automated emails in a workflow is when record specific attachments need
to be included. In the past, you had to use the “Send Manually with Preview” option to manually attach
any documents that needed to be included. Now you can use the “Choose Tag” option in the template
attachments screen to select which Tagged files should be auto-attached.

How this works:

Each of the documents listed in the ‘Files’ tab of a Contact, Property or Transaction can be tagged with
any number of tags which to classify them. Individual tags can be assigned to multiple files to group
documents that are related in some way. The 3 documents below have individual tags for Appraisal,
Disclosure and Contract as well as the tag of Closing Package to group them together.
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To attach all documents from the files tab that is tagged with ‘Closing Package’ you simply click on the
‘Attachments’ icon in the toolbar of a template.
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Hello [[Transaction:SelleriGraeting]]

Your closing is scheduled for [[Transaction#ClosingDate]] at [[Tranzaction#ClesingTime]] with
[[Transaction:BuyersTile#Company]] at [Transaction:BuyersTitle#WorkAddress]]

Attachments
Please remember that [[Transaction#SignAtClose]] will need to be at the closing to sign.
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Select the ‘Choose Tags’ tab and select the tag(s)
that you want auto-attached then press the [OK]
button. In this case we want all documents in the
files tab that are tagged with ‘Closing Package’.
Note: You can select multiple tags to attach
different types of documents if needed.

Select the tag(s) that are
assigned to the files

which you want attached.
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Special Note: If your attachment screen does not have the ‘Choose Tags’ tab you will need to convert

it to an enhanced template using the convert icon located next to the template name in the template list.
(see: converting to enhanced templates)
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The selected list of tags used to auto-attach documents to the template will be displayed at the bottom
of the Template Editor screen.
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Hello [[Transaction:SellerGreeting]]

Your closing is scheduled for [[Transaction#ClosingDate]] at [[Transaction#ClesingTime]] with
[[Transaction:BuyersTitle#Company]] at [[Transastion:BuyersTitle#WorkAddress]]

+ Please remember that [[Transaction#3ignAtClose]] will need fo be at the closing to sign.
« ‘You will need to bring the following

« A valid government-issued photo 1.D. (driver's license, passport).
+ Personal checkbook - for 'just in case’ purposes.

+ Your routing number and account number so that title can wire your proceeds to you directly. If you have a unigue
wirimg number different from what is your on your checks such as with Bank of America, please have that ready as well.

Remember to have utilities set up to be taken out of your name on [[Transaction#PgssessionDate]]
As soon as the Title Company is able to put tegether the HUD Settlement Statement, we will get that to you for your review.
“*If you have a mortgage to be paid off, the payoff amount on the HUD Settlement Statement may not match the payoff amount you

receive directly from your bank. The fime it takes to process an official statement for the title company creates a slight discrepancy in
amounts. Any differences and any meney left in your escrow account will be refunded directly from your mortgage company after
closing.

Let us know if you have any questions at this time.

Mitached you will find the closing documenis for review...

Tags For The Files To Be Included In Email:(1)

eisitfineniai Displays which tag(s) are used
‘ to auto-attach documents.
Track email response time for this template

" Syntax OK

=2 2 3

When the template is used from a workflow or individually from a contact, property or transaction
screen the system will check the files tab of the record to locate all documents with the selected tag and
automatically attach them to the email before sending. This means that you no longer need to use the
“Send Manually with Preview” just to manually attach files, Realvolve can do it automatically for you.



In this case it attached all 3 documents that were tagged as ‘Closing Package’.

Closing Scheduled for 123 S Main Bolivar, MO 65613 Inbax  x
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Hello George

= Your closing is scheduled for April 27, 2018 at 1:00pm with ABC Title Company at 456 S Closing Lane
Balivar, MO 65613

* Please remember that Mark and Kathy will need to be at the closing 1o sign.
= You will need to bring the following

« Avalid government-issued photo LD. (driver's license, passport).
+ Parsonal checkbook - for just in case’ purposes.

@ 8:19 AM (1 minute ago) - -

¢ Your routing number and account number so that title can wire your proceeds to you directly. If you have a unigue winng number different from what is

your on your checks such as with Bank of America, please have that ready as well.
= Remember to have utlites set up to be taken out of your name on April 27, 2018

As soan as the Title Company is able 1o put together the HUD Settiement Statement, we will get that to you for your review,

“*If you have a mortgage to be paid off, the payoff amount on the HUD Setterment Statement may not match the payofl amount you receive directy from your bank. The time it takes

1o process an official statement far the litle company creates a slight pancy in amounts. Any
from your martgage company after closing.

Let us know If you have any questions at this time.
Attached you will find the closing documenls for review...

Make it a Great Day!
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555-1212
www, josagent.com
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Questions?
Please direct questions and comments to support@realvolve.com
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